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13 EMPLOYMENT SECURITY AGENCY 
ADMINISTRATIVE SERVICES DIVISION 

, RECORDS MANAGEMENT AND CONTROLS 
Application Number 

81-436' APPLICATION FOR . 

Application Date: FOR STATE RECORDS MANAGEMENT DIVISION USE 

Dec. 16, 1981 Date Received Application No. Date Completed 

M A R  '3 0 1982 01- q36-h KPR 1 6 1982 i 
Record Series Title: Balance Of! State, Public Service Person to Contact: Peggy 

Employment Area Plans, Statistical and Financial 
Status Reports for Titles 11, IID, and VI 

#12 
Item number to be amended: Telephone No. 656-3157 

Readsasfollows: "Cut off at the fiscal year, hold in CFA 12 months, transfer to State ' 
Records Center, hold 2 years, then destroy. Except before transferring to the 
State Records Center, separate participant characteristics summaries and annual 
statistical reports of each prime sponsor and agency under Balance of State; 
transfer to State Archives for permanent retention." / 

Amended to read: "After closeout of funding, transfer records to State Records Center; 
hold two years and until satisfactory completion of all audit requirements: 
destroy. 

Reason forchange: 1) Records retain only value for potential federalaudit of planning 
function; 2) participant characteristic summaries and annual statistical reports 
are copies and will be found in Training Division as a record copy. 

AUTHORITY: 
Division Directorbesignee: 

Records Management Offi 

ESA Director: Date 3/d3/8 t 
State AuditorlDesignee: Date- 

Secretary of State/Designee: 

< 

Date q- /L-bL ~ 

Attorney GeneraVDesignee: Date dd/H-& 2 . 
- 

ESA-143 (3/80) 



-.- ~ ~~ 

Georgia Department of Labor 
Employment Security Agency ' 

Administrative Services Division 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

pleting this form. After Division DirectodDesignee has signed the form, forward original to Administrative Servibs Division, Records 
Management and Controls, 130 Memorial Drive, S. W., Atlanta, Georgia 30303. Attention: Records Management Officer 

ZPer n - t i  tantact Telephone Number 

3. Action Requested 
&.. -Jhk 6%'2,J- 7 

a. 
b. 

Establish Retention Schedule$ecord will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. - c. -I__ 0 Amend Application No. -- Checkone: 0 Change; 0 Supercede; n Void 

4. Dates of Series 5. ecords Ser'es Title (foll by ti le us& in o fice*if different 9 Earliest Latest I Ba ance 04 State, 8 % f i c  Zerv ice Employment Area Plans, S t a t i s t i c a l  and 
F inanc ia l  Status Reports f o r  T i t l e s  I I ,  I I  D and V I  FY: 1975 FY-I 981 

The Plarlning b i v t s i s h  completes Master and Annual Plans' f o r  Balance-of-State Prime Sponsor t c  
be submitted t o  the U.S. Department o f  Labor foi- funding var ious t i t l e s  under the  Comprehen- 
s i v e  Employment and T r a i n i n g  Act. 
economical ly disadvantaged, long term unemployed ind i v idua ls .  H&\it les f o r  PSE were bo th  
terminated A p r i l  3, 1981 w i t h  no f u t u r e  p o s s i b i l i t i e s  o f  funding.ThRefore , the  back up 
area mater ia l  f o r  PSE can now be s tored u n t i l  admin i s t ra t i ve  need i s  s a t i s f i e d .  

I 3. Division __-- a'nct ion 
of the Division and the Office in which this record series is created? 

Pub l i c  Service Empldyment p rov i  es work / t ra in ing  t o  

Documents relating to: 

- -. - _- 
7. Record Series ?hrm Description numbers end tides, if any): 

Anach samples of the file. 
Serv ice Employment f i l e s  to  T i t l e  I I ,  I I D  and Balance-of-State Pub l i c  

V I .  

lncludedare: Area P 
P 1 ann i n'g Summa r i es 
Status Reports. 

ans and Correspondence; 
Q u a r t e r l y  Reports, Par 

S - t a t i s t i c a l  Reports which inc lude Program 
i 'ci  pant Character i s t  i c Reports; and F i  nanci a 1 

File is arranged: By T i t l e ,  by f i s c a l  year and by area. 

~ ~ ~ I" . _- ~ 

5. Monthly Reference Rate How often are records referred to which are: 
One to six months old--; Seven to twelve months old -0- ; Thirteen to twenty-four months old -a- 

- 7  twenty-five months and o l d e r n  - 
3. Annual Rate of Accumulation of Records 

Letter-sire drawers x ; Legal-size drawers --; Shelves- ; Other (specif'y) 

_-I _-_I_p 

. (Over) ESA-144 (3180 
(AR-50-71 
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. -~ _ _ _ ,  -. ~- ~~ ~~~~~ ___-____I .~ ~ ~ 

N O O .  Questionnaire (Place an "x" in the proper ~ ~ ~~ columnJ . ~ ~ ~~ -A. 
..-.._~I~.-. --- 5 .  &- 

= .  
a. Is this the official copy of the series7 

- 

X I If not, where i s  it? Contracts Section. - Training Division -- 7' .,.~-____~~ ~~ -. - -. -_ .'.. 
b. .Does the series wza-tial information requiring security handling? I f  yes; cite'iaw or regulation. ,i V 

.* x .I!!=? v!talmrdl__-' ' _. . .- - - .- -.- _ _  ~~~~ ~~ ._I_ 

i . J( d. Does thkss_h_shave historical or long term research value? I 
e. When one or two d p t o  keepthe entire file for a long period, could these documents - 

.... 
be scheduled separately? 

-7- 

~~ . this ser-? If yes, attach copy. 
containedin this series ever analyzed and/or recorded in a summarized report? 

I__ 

If yes,attach copy. CETA Annual Report to Governor 

I f  yes, where? see 10 a 
. c._.I . ~ ~ .  ~ 

h. I s  the&-a duplication of this series in your office, or in another office or agency? 
~~~ ~ 

~ . ~---. 
-~ -_I_ ~. - -._ of itJ ~~~ rgula-microfilmed? ~ -~ ~~~~~~~ 

~ .. x ] j, Does the record series . result ..- in a . ~ ~ ~ ~ . ~ ~  computer printout? _. 
~~ 

letention Requirements - The following requires the series to be kept: 
" -. 

L 

a. State Law tt years. 

b. Statute of limitation - years. 

c. Federal Law - years. 

d. Audii  period years. 

e. Administrative need - 3  years. 

f. Federal retention instructions ~ ~~ years. 

Attach copy or e x e r t  of laws or regulations. Explain administrative need. 

Back-bp information. For reference to body of information which is 
essentially the same as in the contracts section of the Training, but . 
physically distant and actively in use elsewhere. 

~ -- - -  . . 

12. Approved Disposition Infirtfctions This agency recommends that t h e  file series be cut off a t  the end of each: . . . .  -. ~, . .  
Calendar Year; @Fiscal Year; 0 Other . then. 

.. . . - 
. .  

H Hold in the current files area 12 ~ month(s) - - yeark); then 
0 Transfer to local holding area; hold - - year&); then 

year(s);then Earlier Disposal or Transfer to the - H Transfer to State Records Center; hold 2 
Destrov. Records Center authorized. - 
Transfer to State Archives for permanent retention. 

fi Other (SPwiwJ EXCEPT THAT: before transferring to State Records Center, separate 
participant characteristics sununades and annual statis- 
tical reports of each prime sponsor and agency under 
Balance of State; then transfer these to State Archives 
for permanent retention. 

.. .. . .  
. . .  
. .  

. .  

. 

\ 


